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Overview 
 

The DC STARS Student Information Manager guide is designed to provide detailed 

information on entering and managing student data. The guide also provides the user 

with detailed instruction on admitting and withdrawing students in addition to adding, 

and editing critical student and school information. 
 

Objectives 

 
Upon completion of this session participants will be able to: 

• Perform general and specific queries 

• Use tools and menus to locate and enter student information 

• Locate, enter, and update pertinent information on the seven student demographic 

screens 

• Admit students 

• Withdraw students 

• View student mark information inclusive of advisory grades, credit details, and 

diploma information 

• View student course selections 

• View attendance data 

• Generate reports 

• Identify the most commonly used reports 

• Enter and edit general school data 

• Manage homerooms 

• Add rooms 

 

 

 

Participant Pre-requisites 
 

DC STARS Overview Training Session 
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1.0 Start Screen 
 

The start screen is home base for DC STARS. From here all functions are easily accessed 

using menus, icons and navigational buttons. 

 

DC STARS icons positioned on the top of the Start Screen just below the menu bar give 

quick access to areas of functionality such as Admitting and Withdrawing a student, 

Reports and the Attendance module. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Highlight a menu to view the 

pull down list. Entries with 

an arrow indicate a 

submenu pull-down.  

Buttons to the 

right allow quick 

access to various 

screens. 

Icons Menu Toolbar 
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2.0 Using the Query Function to Access Student Information 
 

DC STARS has a very powerful and flexible query function. It can be used to filter 

records in your search and find specific information as quickly as possible.  A query has 

three basic steps: 1) put the window in query mode 2) specify search criteria 3) execute 

the search. Queries may be performed by using either the Query Menu area of the main 

menu bar, or by using the F7 and F8 function keys.  

 

2.1 Performing a Query Using the Query Menu 

 
2.1.1 Select Enter for query mode. 

2.1.2. Enter the criteria in any of the fields you want to query on.    

 
 

2.1.3 Select Execute from the query menu to execute the query. 

 

 

 

 

Select last criteria from the 

menu to use the previously 

defined criteria. 

 

Select cancel if you have 

selected enter from the query 

menu and decide not to run a 

query. 

Select enter for 

query mode 
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2.2 Performing a query using the F7 and F8 function keys 
 

The F7 function key can be used in place of Enter on the query menu.  The F8 function 

key can be used in place of Execute on the query menu. Holding the Ctrl and Q keys 

simutaneously cancels the query. 

 

2.2.1 To begin a query, press the F7 key on the keyboard. This clears the current record 

and launches query mode. Read the message line at the bottom of the screen for the status 

of your query. 

     

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Always read the message line to confirm that information 

entered has been applied and saved. It also provides 

information and reasons why certain records may not be 

created or changes may not be applied.  
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2.2.2 To retrieve all student records, press F8.  The vertical scroll bar to the right of the 

pupil information is activated to provide access to multiple records. 

 

2.2.3 To query specific student records, enter the information such as Name, Pupil No, 

etc. and press F8. 

 

2.2.4 Selecting the Current radio button queries current students.  

2.2.5 Selecting the All radio button queries current and withdrawn students. 

 

Before Pressing F8 

 

 

After Pressing F8    

 
        The Scroll bar becomes active  

         providing access to multiple records. 
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2.3 To obtain a count of student records  
  

To learn the number of student records that meet particular search criteria, while on the 

start screen, press the F7 key to enter Query mode, enter query selection and then click 

Shift + F2. The count will display at the bottom of the screen.  

 

 

 
 

 

2.4 Using the Wildcard when querying 
 

The wildcard (%) function can be used anywhere in a query. Using the wildcard you can 

query using partial information to obtain the entire piece of information.  You may put 

only a part of the last name of a student to get all the information about that student. 

Johnson can be queried as Jo% son if you re unsure of the spelling. This will retrieve both 

Jonson and Johnson. 
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3.0 Accessing Student Demographic Information 
 

Individual student demographic information can be accessed by using the Start Screen to 

query the student in question and by using the appropriate button or menu, to navigate to 

the required piece of information. To retrieve information on a student, query on any of 

the fields available on the screen. The two most appropriate fields are Pupil No. or Last 

Name. Remember to use the wildcard if you are uncertain about spelling. 

 

 

 
3.1 Basic Student Demographics Screen 
 

Navigation Path: Start Screen > Basic Button > Basic Student Demographic Screen 
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This screen is the first of seven possible screens in the student demographic loop. Using 

the Back  or Next  arrow keys allows you to move through the different 

demographic screens. 

 

 
 

 

 

•   This is the date of registration. Actual registration occurs the 

first day a student attends school. 

•  The system determines this status by calculating the number of course 

minutes for which a student is scheduled. 

•  This feature allows a user to enter an inter-school memo that will follow 

the student to other schools. Click to enter or to view contents. The button is blue 

if it contains information and grey if not. 

•  Click to view alert information such as details regarding a life threatening 

condition. 
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Basic details for the student can be viewed or entered here. Required fields include: 

 

• Legal Last Name 

• Legal First Name 

• Gender 

• Birth Date:  Is used to calculate age. 

• Proof of Age:  The applicable proof of age is chosen from the drop down 

• Ethnicity 

• CHR, NHR: Current Homeroom, Next Homeroom 

• Adhoc Field: Click this button to enter or view information on the Enter Adhoc 

Fields screen. 

• Demo Log:  Click this button to view a log of changes to demographic 

information. 

 

Student Address Information 

• Street:  Is chosen from a valid address table 

• Invalid Address Reason:  If an “Out of District” address is entered, an 

acceptance reason must be selected. 

• X-Boundary: When checked, this indicates that the current school of enrolment is 

outside the school boundary for the property address. The school associated with 

the property address is listed to the right. 

• Proof of address: Applicable proof of address is selected from the drop down 

menu. 

 

Admission Information 

 

• Reason for admission 

• Date of Admission 
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3.2 LCD Information Screen 

 
Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen 

> Right Arrow (once) > click on Lang/Eth (Language/Ethnicity) tab. OR Start 

Screen > Common View > LCD Information > Click on Lang/Eth 

(Language/Ethnicity) tab 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the 

Lang/Eth tab 

 

Select the 

student’s First 

Language in 

the First 

Language field 

 

Select the 

student’s 

Language 

spoken at 

home in the 

Lang at Home 

field 
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3.3 Student Miscellaneous Information Screen 

 
Navigation Path:  Start Screen > Basic Button> Basic Student Demographics Screen 

> Right Arrow (twice) > Click On Miscellaneous Tab OR Start Screen > Common 

view > Student Miscellaneous Information > Click On Miscellaneous Tab 

 

This screen is used to set the family courier, using the family courier allows the school to 

generate one mailing label per family, instead of per sibling. Select one student per 

family as the Family Courier. Keep in mind that when a student is admitted the Family 

Courier field is checked by default. So if there are multiple family members attending 

the same school, deselect the checkbox for the other family members that are not to be 

the family courier. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Select the Miscellaneous Tab 

 

Select or Deselect the Family courier 

box as appropriate 



 

DC STARS Student Information Manager 

Guide 

 

  14 
eSIS version 11.1 Ver. 2.0                                Updated  on 6/16/2009  

 

3.4 Parent Information Screen 
 

Navigation Path: Start Screen > Basic Button > Basic Student Demographic Screen 

> Right Arrow (three times)  

OR Start Screen > Parents Button 

 

The parent information screen is where all pertinent parental/guardian information is 

entered and stored. The information can include legal parents, step-parents, legal 

guardians and those who may have court access to the student. 

 

 
  

The following fields are required on the Parent Information Screen: 

 

• Type, Last Name, First Name, and Address 

• If the Living With Student is checked DC STARS will create a mailing label for 

the parent(s) with whom the student resides. 

• When the Same as Student’s Address field is checked, DC STARS will 

automatically populate student’s address into the address field. 

• Use the Correspondence Language drop down box to select from the available 

languages. 

• If you check the Copy of Correspondence? Field, DC STARS will create a 

mailing label for the parent(s) who wishes to receive copies, although not living 

with the student. 



 

DC STARS Student Information Manager 

Guide 

 

  15 
eSIS version 11.1 Ver. 2.0                                Updated  on 6/16/2009  

 

• To correctly format a Home Phone, Business Phone or Cellular Phone number, 

hit the Tab key on your keyboard after entering the 10 digit number in its 

corresponding field. 

• Do not populate the Migrant Worker?  

 

• Click the SAVE   button to preserve your work. 

 

 

3.5 Emergency Contacts Screen 
 

Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen 

> Right Arrow (four times) OR Start Screen > Contacts Button 

 

The Emergency Contacts Screen stores information about emergency contacts 

including parents or guardians. 

 
 

• For each emergency contact record, the Last Name and First Name fields on the 

Emergency Contacts Screen are mandatory fields, complete the remaining fields 

with the information that you have been provided with. 

 

• Click the ADD button to enter additional Emergency Contacts for a student. Click 

the Delete button to delete an Emergency Contact for a student.  

 

Use the Call Sequence 

field to associate a 

number with a contact 

to designate the order 

in which a contact 

should be called.  

 

You MUST select the 

ADD button to add 

information for 

another contact. 
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• Use the vertical scroll bar to view multiple Emergency Contacts for each Student. 

 

 

3.6 Home Room and Staff Assignments 
 

Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen 

> Right Arrow (five times) OR Start Screen > Hrm Stff 

 

This screen records Counselor, and Home Room assignments for a student. It also 

displays current and next year courses.  

 
 

Counselor assignments may be added by clicking the question mark  and choosing 

from the list of values. 
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3.7 Recording Medical/Health Information 

 
Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen 

> Right Arrow (six times) OR Start Screen > Medical Button 

 

 The Medical/Health Information Screen is used to record Student Medical Information. 

Doctors, dentists, and other health professionals may be included. Information may be 

entered or viewed on this screen. The Medical section of the window stores general 

health care information. This includes serious allergies or life threatening conditions, and 

any special requirements concerning them. 

 
 

 If the Allergies and Health conditions field includes a Life Threatening condition, 

setting the field to yes will automatically generate an entry with this information in the 

yellow ALERTS window. 
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To enter additional health factors on the student’s record, click on the Other Health 

Factors button. The Other Health Factors Screen will display. 

 

 
Click on the? within the Description field to open the drop down list.  Highlight the 

appropriate health condition in the drop down list and click OK. Place your cursor in 

the free form text Narrative field; enter details about the health condition. Click the 

ADD button to enter another health condition. Click the SAVE button to preserve your 

entries. 
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4.0 The Print Quick Access Button  

 
 Clicking the Print quick access button allows you to quickly view and print a variety 

of information for a specific student. 

 

 
 

 

 
 

 

 

 

 

Place a ���� in the box 

next to the report you 

would like to run. Select 

the  Printer icon 

to view each report.  
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5.0 Viewing Admission/ Withdrawal History 

 
Navigation Path: Main Menu > Change Student > Adm/Wdr Histor 

 

This screen records a student’s admission and withdrawal history. 

 
 

The Admission/ Withdraw Maintenance Screen can provide you with several key pieces 

of student data: 

 

An A is displayed in the Admission/Withdrawal Indicator (A/W) field if the student 

has been admitted but not withdrawn, a W is displayed in this field if the student has 

been withdrawn. 

 

In the Description field, you will see either the admission description as previously 

entered in the Admission Reason field on the Basic Student Demographics Screen or 

the withdrawal description as previously selected on the Withdraw Student screen. 

 

In the Admitting School (Admit Sch) field, the school number of the school admitting 

the student is displayed. 
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The Previous School (Prev Sch) field displays the school number of the school that the 

student previously attended, if applicable. Similarly the next school that the student will 

attend, if applicable will display in the Next School (Next Sch) field. You can find the 

school name associated with any school number on the DC STARS homepage.  

 

The Homeroom field displays the homeroom to which the student was assigned on the 

Basic Student Demographics screen. 

 

6.0 Viewing Historical Attendance Detail 
 

The Daily and Period Attendance Archive Screens can be used to view a student’s 

historical attendance data. 

 

Navigation Path: Main Menu > Queries > Prior Students Query > Daily Att 

Archive button. Secondary Schools should select the Period Att Archive Button. 

 
 

 

Select Daily Att Archive for Elementary 

Schools 

 

Select Period Att Archive for Secondary 

Schools 
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This screen displays student absences recorded during the previous school year. 

 
 

7.0 Viewing Student Course Selections  
 
Navigation Path: Start Screen > Courses Button 

A student’s courses for the current school year can be viewed on the Student Course 

Selections Screen including such details as: 

 
 

• The Counselor Field may be set to the student’s assigned counselor. 

• Minutes show the total scheduled course minutes for the student. 

• F/P indicates a student’s Full Time or Part Time status. 

• The Current YR/Next YR radio buttons indicate whether you are currently 

viewing a student schedule in the Current school year or the Next school year. 

• The Counselors Alert button accesses a memo window where counselors can add 

their notes pertaining to the student. 
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7.0 Viewing Student Course Selections continued 
 

 

 

• Course column gives the course code of the course in which the student is 

enrolled. 

• The Sec column shows the course section. 

• The Course Name column displays the full course name. 

• S/T/D/P indicates the Semester, Term, Day, and Period for the course. 

• The Room column displays the classroom where the class is being taught. 

• The Timetable button is used to create a hard copy of the student schedule. 
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8.0 Viewing Advisory Grades by Class  
 

Navigation Path: Start Screen > Mark Entry Icon 

 

Student advisory grades may be viewed on the Mark Entry screen. You can access 

detailed advisory grade information following these simple steps: 

 

• Scroll to the correct advisory period on the Reporting Period field within the 

Marking Periods block. 

• Highlight the correct row within the Classes block. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Students button to reveal 

the grade data on the Mark Entry 

Screen. 
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• The student’s Last Name and First Name 

• The grade earned by the student in class during the advisory period ( Mark field) 

• The student’s pupil number (Pupil No field) 

• The grade earned by the student for the class during the prior marking period 

(Prev field) 

• The number of days the student was absent from this class during the advisory 

period. (Abs field) 

• The number of days the student was tardy for the class during the advisory period 

(Late field) 

• Details about the student’s behavior in class are listed in the Comments field; 

click on the question mark (?) button to display text that can be inserted as 

comments. 
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9.0 Viewing Credit Details  
 

Navigation Path: Start Screen > Common View > Credit Details 

 

Credits earned throughout a student’s academic career display on the Credit Detail screen, 

including such detail as: 

 
 

• The name of the diploma (Diploma) field that the student is working toward 

• The Credits portion of the screen displays the: 

o The code for the course the student completed (Course Code) field; click 

on the? to display a list of values from which you may choose an alternate 

code 

o The name/description assigned to the course (Course Desc) field 

o The course section number assigned to the course (Sec) field 

o The student’s achievement for the course (Mark) field 

o The date the course was dropped (Dropped Date) field 

o The number of credits earned to date for the course (Earned) field 

o The number of potential credits that could be earned for the course, the 

credit value granted if the student passes the course (Potential) field 

o The category into which the diploma falls (Dip Cat) 
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10.0 Viewing Diploma Information  
Navigation Path: Start Screen > Common View > Diploma 

 

The student diploma screen displays a student’s current status of diploma requirements. 

 

 
 

• The name of the diploma (Diploma Type) field that the student is working 

toward. 

• The Diploma Dates button retrieves the Diploma Dates canvas where you will 

find the Diploma Met, and the Diploma Issued Dates. 
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10.1 Changing the student’s Diploma Type 
 

DCPS 24 CU is the default diploma type, in order to change the diploma type  

1. Click the  Analyze Diploma button on the Student Diploma Screen. 
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2. Select the appropriate diploma type from the Eval. Dipl. Drop down menu.  

3. Click Yes when asked if you would like to keep the existing manual overrides when 

evaluating this Diploma? 

 

 
 

 
 

 

4. Click the Apply Evaluation button. 
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5. Click OK to update the student’s current diploma type. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

DC STARS Student Information Manager 

Guide 

 

  31 
eSIS version 11.1 Ver. 2.0                                Updated  on 6/16/2009  

 

10.2 Entering 9
th

 grade start year.  

 
The 9th grade start year is the year in which the student first started 9th grade, regardless 

of where that first 9th grade entry took. To enter the 9th grade start year  

 

1. Click the Basic button on the Start Screen. 

 

 
 

 

  

2. Click the 

Adhoc Fiel… 

button on the 

Basic student 

Demographics 

screen. 
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3. Select the First Ninth Grade Year field and click the Change button. 

 
 
4. Select the appropriate school year that the student entered 9th grade. 

 

5. Click the Save button 
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11.0 Viewing Sped Lite Data 
 

Navigation Path: Start Screen > SPED icon 

 

Most of student’s special education information is maintained in the Easy IEP system. 

The Special Education Lite screen displays details about the student’s Eligibilities and 

Least Restrict Env (Lease Restrictive Environment) 

 

 
 

The Eligibilities tab displays the: 

• students eligibilities 

• The students School 

• The Start and End Date are not the start and end dates for the student’s eligibility, 

but the date the data came over from Easy IEP. Easy IEP must be accessed to 

obtain the actual start and end dates. 

 

The Least Restrict Env tab displays the: 

• Least Restrictive Environment  

• Date on which the student was placed in the LRE (Start Date) 

• Date on which the student was removed from the LRE (End Date) 

 

Enter Adhoc Fields displays the:  *Data in these fields are populated by Easy IEP* 

• Program (funding source) 

• Special Ed Status 
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12.0 Viewing Student Attendance Data 

 
Navigation Path: Common View > Student Absences 

 

The Period Attendance-Student Absences Screen or the Daily Attendance-Student 

Absences Screen displays current year attendance information. 
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13.0 Admitting a Student 
 

In DC STARS the words admit and enroll are used synonymously. Registered status 

means that a student has been verified as attending your school. Students may be 

admitted before or after the beginning of a school year. The Admit Student screen is the 

one place where you can view all the students in DC STARS, regardless of which school 

the student attends.  For transfer students, the Admit Student screen is where you can 

select students to admit into your school.  Similarly for students who have not been 

enrolled in a District of Columbia school before, you will navigate to the Admit Screen to 

admit a student into DC STARS for the first time.  If a student is in the DC STARS 

database with a valid DCPS pupil ID, your first priority is to admit that student into your 

school with the valid pupil ID. If a student is new to DCPS, they will not have a pupil ID.  

Instead you will admit the student and let DC STARS generate their pupil ID. 

 

Follow these simple steps to admit a student into your school: 

 

1. Click the ADMIT icon to initiate the Admit Process. 

 

 

 

 



 

DC STARS Student Information Manager 

Guide 

 

  36 
eSIS version 11.1 Ver. 2.0                                Updated  on 6/16/2009  

 

2. Perform an exhaustive query in the Admit Student screen. This ensures that multiple 

records are not created for the same student. 

 

 

2.1 Query three ways using the student’s Legal Name (last name) Birth Date, and Pupil 

No (Pupil Id) to ensure that the student does not already exist in the data base. If you find 

that the student is already in DC STARS, you will click the Select  button to 

select that student record and bring the student into your school. 

 

Note: An exhaustive query must be performed to find the correct student record 

and avoid creating a duplicate student record. 

2.2 If the student is not found by querying the Admit screen then select the  

Enroll New button to admit the student into your school and into the DC STARS database. 

The Enroll New button will cause the Basic Student Demographics Screen to open in Admit 

Mode.  Populate the required fields on the Basic Student Demographics screen as well as the 

required information on the other screens in the demographic loop. There are 13 required 

fields on the Basic Student Demographics Screen. 

 

 

1. Legal Last Name 

2. Legal first Name 

3. Gender 

4. Birth Date 

5. Proof of Age 

6. Ethnicity/Race 

7. Admission Information 

Section 

8. Street 

9. City 

10. State 

11. Zip Code 

12. Proof of Address 

13. Mailing Address  
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As we discovered when exploring the Student Demographic Loop, there is a tremendous 

amount of information collected on a student. There are 13 Required Fields that must be 

completed in order to create a student record. Some fields require additional steps in 

order to populate the information. Populating the Property Address and Mailing Address 

requires additional steps: 

 

3. Open the Valid Streets Table window by clicking on the look up button 

 

 
 

 
 

3.1 Enter the first word or letter of the street name in the Street field on the Valid Streets 

Table window, then enter the wildcard character (%), and hit F8. The Valid Streets Table 

contains only District of Columbia street information. Remember to query a specific 

street name rather than simply hitting F8 to avoid generating a lengthy list of valid streets. 
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If you queried for King% your search will return, for example, all streets that begin with 

the word “King” including both King Pl NE and King Pl NW.  

 
 

3.2 Select the student’s proof of address from the Proof of Address drop down list. 

 

 

3.3 Populate the Street number field. Populate the Apt # if applicable. 

 

 

Highlight the correct record 

 

Click the SELECT button to 

automatically populate the Street, 

City/Munic, State and Zip code 

fields on the Basic Student 

Demographics screen. 

 



 

DC STARS Student Information Manager 

Guide 

 

  39 
eSIS version 11.1 Ver. 2.0                                Updated  on 6/16/2009  

 

3.4 If the student’s mailing address is the same as the property address, click on the Same 

as Property Addre.. check box to automatically populate the Mailing Address field with 

the student’s address. 

 

 
 

 

 

 

 

4.0 For students that reside at an address outside of DC enter the student’s address 

MANUALLY. Do not use the Valid Streets Table look up feature. 

 

 
 

5. Click the   Save button when you are ready to save the record. 

 

 

6. A release of information prompt appears after saving the student record. 

 

 

If the student’s property and mailing 

addresses do NOT match, manually 

enter the student’s mailing address in 

the Mailing Address field. 

 

The Mailing Address field is the address 

used when generating student mailing 

labels. 

4.1 Enter the student’s address 

manually 

4.2 Select the appropriate entry 

from the Invalid Addr. Reason 

drop down list 

4.3 Enter the correct proof of 

address entry from the drop 

down list. 

4.4 Manually enter the address 

into the Mailing Address field 

 

Make the correct selection by 

clicking either the Yes or No button 



 

DC STARS Student Information Manager 

Guide 

 

  40 
eSIS version 11.1 Ver. 2.0                                Updated  on 6/16/2009  

 

6.1 Attendance Registration record prompt.  

 

 

 

If admitting a student during the school year click the Yes button. This action will open 

the Attendance Registration Date window; enter the student’s registration date. After 

entering the student’s registration date click the continue button, the student’s record will 

be saved and marked with the correct registration date. 

 

 

 

6.2 After saving the student record click on the CHR button to assign the student to a 

homeroom using the CHR drop down list. 

 

 
 

Click the No button to ensure that the 

record for a student admitted before 

the school year starts is marked as 

Not Registered. 

 

If the date field is left blank the 

current date will be used. 
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6.2.1 Click on the Adhoc Field button to open the Enter Adhoc fields screen.  

 
 

 

6.2.2 Click the Change button on the Enter Adhoc Fields screen to open the DATA 

ENTRY WINDOW screen.  
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Select the appropriate entry from the 

Value drop down list for the 

Attendance Boundary adhoc fields. 

 

Click the  SAVE button to 

save your entry. 
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14.0 Withdrawing a student 
 

Prior to withdrawing a student ensure that all student absences and advisory or final 

marks have been entered into the system. Print the following reports: Report card, 

Transcript, Attendance Summary Report, Transfer Form, and Office Index Card. 

 

 

Follow these steps to withdraw a student: 

 

1.  To print report reports query the student on the START screen and click the 

 Print quick access button. 

 

 
 

 

 
  

Enter checkmarks into the 

boxes for the Report 

Card, Student Transcript, 

Attendance Summary, 

Student Transfer Form, 

and Office Index Card. 

 

Click the Printer Icon to 

view the reports. 
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2. Click the WDR icon to initiate the Withdrawal process. 

 

 
 

3. Enter the Withdrawal Date and Reason. The withdrawal date is the first day of non-

attendance. 

 

 
 

 

4. Click the  Withdraw button.  
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5.  Respond to the prompt “Did you print all reports successfully?” 

 
 

6. Select Continue Withdraw. 

 
 

 

 

If the student is cross-enrolled at 

another school select a withdrawal 

reason from the Cross Enrolment 

Withdrawal Reason drop down list. 
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7. Click OK on the Withdraw Status window 

 

 
 

 

 

 

 

 

 

8. Respond to the prompt to print the student’s Office Index Card. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
As indicated in the 

Withdraw Status 
window the student has 

been withdrawn from 

your school. Once the 

student has been admitted 

by another school you 

lose ownership of the 

record and will not be 

able to view the student’s 

data. 

Select yes to display and print the 

Office Index Card.  
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15.0 School Functions  
 

15.1 School Details Screen 
Navigation Path: School > School Information > School Details 

 
 

 

15.2 Staff Maintenance  
Navigation Path: School > School Information > Staff Maintenance   

 

School demographic and 

administrative 

information may be 

updated on the School 

Details screen. 
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15.2 Staff Maintenance Continued 
 

 

 

 

 

 

 

 

 

Click the ADD button to add 

new staff. 

 

Click the DEL button to delete 

staff. 

The Staff Details screen opens 

after clicking the ADD button 
 

In the Staff Maintenance Details 

screen, enter the following 

required fields:  

 

1. Last Name,  

2. First Name, Initials (3 digits)  

3. Birth Date (must have at least 

month and day, year may be set 

to 2000) 

4. Gender  

5. SSN (must have at least the 
last 4 digits).   
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15.3 Rooms 
Navigation Path: School > School Information > Rooms 

 
 

 

 
 

 

 

 

 

 

 

 

Enter a code in the 

code field. 

 

Enter a Long Name 

in the Long Name 

field. Information 

populated in this 

field is displayed on 

reports. 
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15.4 Adding and Deleting Homerooms 
Navigation Path: School > School Information > Homeroom Maintenance 
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• HRoom is the abbreviation for Homeroom code.  This code, which can 

match the room number, may be four alpha or numeric characters in 

length. 

• S is the abbreviation for Semester.   

• T is the abbreviation for term. 

• Se… is the abbreviation for Seats.  Insert the maximum number of seats 

allocated to the classroom. 

• Used is the abbreviation for the number of Seats used.  This total will be 

automatically calculated based on the number of students assigned to the 

homeroom. 

• Teacher is the teacher assigned to the homeroom.  Select from the ellipsis 

 button. 

• Room is the location of the homeroom.  Select from the drop-down. 

• Full/Half Time.  Choose Full Time status for all homerooms.  This is 

required to input homeroom attendance. 

 

 

To add a new homeroom, proceed as follows: 

 

1. Click the ADD button on the bottom right side of the Home Room Maintenance 

screen.   

 

2.  Once you click the ADD button, a new blank record appears, ready for data input. 

 

3. Enter the homeroom code in the HRoom field.  This code, which can match the room 

number, may be a maximum of six alpha or numeric characters.  For example, Room 213 

might be assigned a homeroom code of 213, 0213 or Z213. The homeroom code 

combined with the Semester must be unique. 

4. Enter the number 1 in the S field. 

5. Enter the number of seats allocated to the classroom in the Se… field. 

6. Populate the Teacher field by clicking on the ellipsis  button and selecting the 

correct teacher. 

 

7. Click on the Room drop-down and scroll through the list to select the correct room by 

clicking on it. 
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16.0 Accessing Reports 
 

On the start screen, click the Reports icon to display the student Information System  

Reports Screen. 

 

 

16.1 Utilizing the Student Information System Reports Screen 

 
The student Information System Reports Screen lists Report Groups and their associated 

reports. Click the plus (+) sign next to any report Group name to view the associated 

reports within that group.  
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16.2 Generating a DC STARS Report 
 

 

16.2.1 After opening a Report Group, double click on the report you want to run. 
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16.2.2 If the extract screen displays, click on the run extract for all students button and 

then click on the run report button, if the extract screen does not display skip to step 

16.2.3 

 

 

16.2.3 Set parameters based on your information management needs. 

 

 
 

NOTE: Some reports will not require parameters. 
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16.2.4 Click the Printer icon to generate the report in Adobe Acrobat Reader. 

 
16.2.5 Review the report results, make any adjustments and print the document. 

 

 
 

16.2.6 On the menu bar, navigate to file > Print 

 

 

 

 

For all reports 

Print in 

Background? 

Field should 

be set to No. 

 

 

Click Printer 

icon to 

generate the 

report in 

Adobe 

Acrobat. 
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16.2.7 At the print window, select the printer and proper settings. Click OK to send the 

file to the printer. 
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16.3 DCPS Most Common Reports Folder contains 14 of the most frequently used 

reports. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


